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10.0 Image Attachment, Viewing and Printing

These instructions are provided as a guide to image handling within the current system
software. All images within the system are handled in the same manner, whether the image is
(or will be) attached to the Client Face Sheet, the LOCET, the MDS-HC, or the Louisiana Plan of
Care.

To attach an image to either the Client Face Sheet, the LOCET, the MDS-HC, or the Louisiana
Plan of Care follow the steps noted in Sections 10.1 through 10.7.

10.1 Formats of Documents

Every electronic image is stored in a particular format. Documents which are scanned in the
following formats may be retained in the system:.bmp, .gif, .tif, .jpg, .jpeg, and .png.

Most scanners are set to “pdf” format as the default. This means that unless you tell the
scanner to scan in another format, it will scan into pdf format. Scanners today have a variety of
formats available to the users. The following instructions will serve as a guide for the user to
access acceptable formats for attachment of documents into the system.

It should be noted that the intent of these instructions is NOT a mandate to the system users in
OAAS Regional Offices to change anything they are currently doing to manage documents
within their offices. The instructions are meant to inform you of the availability of new
enhancements so that you can make an informed choice as to how you wish to handle
document storage. Contracted agencies should consult with OAAS to determine the best
method of document storage for their processes.
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The system accepts .bmp, .gif, .tif, .jpg, .jpeg, and .png formats. A couple of these formats (.tif
and .jpg) are usually available on most scanners by use of the “Options” button on the display

panel.

These instructions will detail one manner in which the .tif and .jpg formats may be accessed.
You may find another, shorter method of operation as you familiarize yourself with these

functions.

10.2 Accessing .tif and .jpg formats from a
scanner / fax machine

These instructions are given based upon the equipment which is currently
available in the Office of Aging and Adult Services.

The main screen on the scanner / fax machine shows the buttons j
diagram 1.

Choose “Email.”

The next screen will display a computer keyboard configuration and,
among other items, an “Options” button, usually in the lower right
portion of the screen. Enter the email address in the space provided,
either by use of office shortcut, or manually. Then press “Options” as
shown in diagram 2.

The next screen visible to the user
producing. Di ws this machine ca
.tif). Then press “Email it.”
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10.3 Retrieving the formatted document

—

Since the document was

formatted and emailed, it will be

23 Training Show: All Categories @D
| Mame | Subject | Date © |
El# <scandocs@dhh.la.gov See attached PDF document @ __10/15/2007 12:35 PM

El#

| <scandocs@dhh.la.goy 10,/15;2007 TZ35Rade__| shown in the destination email

[ mailbox. A subject line which
refers to a “PDF document” may

be ignored. Many scanners have this phrase set as a default subject line. It does not mean that
the .tif document you scanned is shown in .pdf format.

As seen in the second entry above, the document email may not have anything in the subject

line. T
Double-click the email to open it. The .tif document icon will be &= S —ne

shown as an attachment.
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10.4 Saving the .tif document

Right-click on the .tif document. Choose “Save as...”

It really does not matter where the .tif document is
saved, but it does matter that you remember

where it is. This document will be saved in “My

Documents” folder.

| will rename the document at this point by typing
the new name for the document in the space

shown. Always leave the “ .tif “ at the end of t
name.

Now click “Save.” \
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Query the system for the client’s record
where the document will reside.

Scroll down on the left side of the screen
to view the “Attach Scanned Docs”
button.

Click “Attach Scanned Docs.”
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10.6 Attaching the document

. reiacus . . . . . After clicking the “Attach Scanned
Select Attached Documents - : n DOCS” button, ”My DOCUmentS”
Lookin | &5 Hy Documen o rBagE opened. | remember that this is

ICACs (2} My Pictures 5] Test Te
|1 Agendas-Minutes For Mestings My Shapes @tmplﬂ the fOIder Where the document

|1 Appeals -- LOCET [CSINursing Facility Admission l# tmp10 was saved.
\C1appeals -- LT PCS [C0ffice Info 58 tmpe
|1 Appeals desktop CIPacE

@Copy af My Music |CIReripient Correspondence If it was not the correct folder' |
Desklop |1 Copy of MetManage [C)Reference Material

|)Fact Shests [ChRules would need to browse until | located
[ElForms [ElSupervisory

| CLegis Briefing Booklet 2006 S Telesys

My Documents SHLOCET Q Temp Store

[ElLong Term Personal Care Services @ Caregiver Yerification-Test TeleSys
=3Med det 12 image2007-10-15-123534-1
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| 1My Microsoft Folders @Test TeleSws Careqgiver Yerification

| | ol
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The system will then ask if you wish to rename the document. Since this example document was
renamed earlier, it will not be renamed again. If you wish to rename it, simply type the new
name in the highlighted area. A file extension (.tif) does not need to be added to the name at
this point.

LOCET User Manual for System Users Version 2.0

Office of Aging & Adult Services

Issue Date 01/12/2010

All prior versions are obsolete PART 10 Page 6 of 10

Reader’s Key: There is no corresponding section to the Nursing Facility version of this manual.



Select Image Name

Select a name for Caregiver Yerification-T ezt
TeleSys.tif

Cancel |

Then click “OK.”

Caregiver Werification-T st

The document is now attached.

10.6 Viewing an Attached Image in the system

Once a client is selected, click TeleSys

“Attached Images.”  All the

Chent Name: Test TeleSys

scanned images fol\that client ——" .  p—
are showxq together in t il i -~ g e s el ot e R

Listing.
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——— st 2639 LOCET Test | ebeSys Carngive Verdie 10972007
W00 527 LOR161 56 MOEH ut Tolarws SHE 10072907

=

The user is able to tell where each image is attached by viewing the column “Attached to Type.”
The information here shows that there is an image named, “Test TeleSys Caregiver Verific”
attached to Mr. TeleSys’ LOCET, and an image named “Test TeleSys SMS” is attached to Mr.
TeleSys’ MDSHC.
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To view either of these images, select one and then press “View Image.”
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Once the image is opened, the navigation buttons at the bottom of the screen will then allow
you to manipulate the image as needed. The most commonly used buttons are numbered on

the following page.
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Page navigation, backward and forward. Also may take you to the first orlast  page
he image.

Page rotation: clockwise and counterclockwise

&)
®
®

Page navigation, backward and forward. Only one page “turns” per click.

/W |9

The buttons shown within this oval are designed for annotating the image. Itis not
recommended that system users employ these functions because the image will need to be
saved again and reattached in order for the annotations to remain on the image.

@ Printing
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10.7 Deleting an Image

Rarely, a user may find that an image is mistakenly attached to the wrong client file. If this
occurs, the incorrectly placed image must be printed, deleted, rescanned and attached to the

correct client file.

o N
T‘"ks)s Chent Name: Test TeleSys

For instance, if the “Test

TeleSys SMS” is opened and _ Clan Lol

found to belong to Mary Smith e [ B TimewD |Z£..... T T R —
instead of to Mr. Test TeleSys,

the user must do the following:

ATI N0 € Pvoges

1. Open the incorrectly placed -
document.

Ewart LOg

2. Print the document.

- ———
C 3. Delete the image by e \ WAvges Mot 1 Coort L
selecting it in the image list and ot =TT = Dot At
. “ ” Brimimago List a3eset 2349 LOCET Test | eheSys Carngiver Verdie 1097 2007
pressing Delete |mage_ This Snne Wt L0161 55 WOEH Tost Talasws SHE \ouT0T
will remove it from the system
file.

4. Now scan the image and follow the instructions found in Sections 10.2 through 10.6 to
reattach the document to the correct file in the system.
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